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Pr.Chief Commissioner of Income Tax,
10w Floor, C Block,Income tax Towers, AC Guards,
Hyderabad - 500004.
Tel No: 040-23236281

5.04.2020

F. No. Pr.CCIT/AP & TS/Estt./Instructions/2019-20  Dated:

OFFICE ORDER

Sub: Guidelines to all the Officers / Officials in respect of the lock
down and course of action from 20.04.2020 - regarding —

Ref: Ministry of Home Affairs order No.40-3/2020-DM-I(A) dated
15.04.3020 (Hereinafter referred to as “Consolidated Revised
Guidelines’)

In view of the order of the Ministry of Home Affairs cited above relating
to the guidelines to be followed after 20.04.2020 for functioning of office is
as under:

@)  As per the order the Ministries and Departments and offices
under their control are to function with 100% attendance of
Deputy Secretary and levels above that and the remaining
officers and staff to attend offices up to 33% and as per
requirement.

In this connection, the concerned HODs are requested to
prepare the roster of officers and officials who needs to be
attending the office up to 33%. While making the rosters, it is
requested that the officers and officials residing at Red zone
arcas (containment areas) may not be called until the
containment notification is withdrawn. It is also suggested that
the officials who are sitting together in hall, may be called in
such a way that social distancing may be maintained in sitting
place as well.

(i) The PCsIT/CsIT/Building In charges/Senior most officers in
every town/mofussil stations are responsible to implement the
Standard Operating Procedure as given in Consolidated
Revised Guidelines
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[image: image3][image: image4.png](i) It is suggested to strictly follow the guidelines given in
Annexure-I and II of the Consolidated Revised Guidelines.
However, the same are summarized below for ready reference:-

1. All areas in the premises including the following shall be
disinfected completely using user friendly disinfectant
mediums:

a. Entrance Gate of building, office etc.
b.  Cafeteria and canteens.

¢ Meeting room, Conference halls/open areas
available / verandah/entrance gate of site, bunkers
etc.

d.  Equipment and lifts.

e, Washroom, toilet, sink, water points etc.

. Walls all other surfaces.

2. Wearing of face cover is compulsory in all public places
and work places. The face mask may be provided to all
officers and officials and the wearing of same, must be
ensured.

3. All vehicles and machinery entering the premise should
be disinfected by spray mandatorily.

4. Mandatory thermal scanning of everyone entering and
exiting the work place to be done.

5. Medical Insurance has been made mandatory for all
workers. Thercfore, all the HODs/Head of Offices and
Senior most officers in every town/mofussil stations must
ensure that every worker is covered by medical
insurance. This must be ensured in the cases of
contingent, casual workers, Outsourced Workers, drivers,
security guards and house keeping workers etc. who are
not government employees. It is informed that these class
of workers may already be covered under Ayushman
Bharat, Aarogyasri, Arogya Raksha, Rajiv Aarogyasri
Community Health Insurance Scheme or similar schemes
of Central or State Government or insurance linked with
various bank account like Andhra Bank etc. Further, the
contractual outsourced workers may be covered under
ESL It is therefore, advised that a copy of insurance card
may be obtained from these workers before allowing them
to join offices.

6. Provision for hand wash and sanitizer preferably with
touch free mechanism will be made at all entry and exit
points and common areas. Sufficient quantities of all the
items should be available.
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7. Work places shall have a gap of one hour between shifts
and will stagger the lunch breaks of staff, to ensure social
distancing.

Large gatherings or meetings of 10 or more people to be
discouraged. Seating at least 6 feet away from others on
job sites and in gatherings, meetings and training
sessions

9. Not more than 2/4 persons (depending on size) will be

allowed to travel in lifts or hoists.

10.  Use of staircase for climbing should be encouraged.

11, There should be strict ban of Gutka, tobacco etc. and
spitting should be strictly prohibited.

12, There should be total ban on non-cssential visitors to
offices.

13. Hospitals / clinics in the nearby areas, which are
authorized to treat COVID-19 patients, should be
identified and list should be available at work place all the
times.

All Officers and Officials will have to obtain passes from the

Police Department. It is requested that the CCIT, Pr.

Commissioners / Commissioners of Income Tax and the senior

most officers in the mofussil stations/districts may evaluate the

pass requirements in coordination with the local/district
administration and necessary passes for transit may be
obtained for required staff.

For the staff working in the offices located in Hyderabad, after
preparation of roster as per paral above, details like name of
the staff, designation, office and vehicle no. with a photograph
may be sent to the mail id-
hyderabad.dcithg.admin@incometax.gov.in  for  obtaining

passes.

It is also requested that the Heads of Office may provide
transportation to the officers and officials who do not have
personal mode of transport and need transportation from their
home to office. The passes for personal vehicles may be
obtained.

The heads of office in both the states of Andhra Pradesh and

Telangana are requested to go through the list of the
containment areas before making the roster for the Officers and

officials.
-
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[image: image6.png]2. The above order shall apply to all the Offices in the Andhra Pradesh
and Telangana Region and the SOP as given in the Annexures to the MHA
order dated 15-04-2020 may strictly be adhered to, wherever applicable.

3. This order is issued with the approval of the Pr. Chief Commissioner

of Income Tax, Andhra Pradesh & Telangana.

(PEEYUSH SONKAR)
Commissioner of Income Tax (Admin & TPS),
Andhra Pradesh & Telangana.

To

All the Officers and Officials in AP & TS charge.
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